
Share and Interact Securely Inside the Organization 

Searching ..................................................................................................................................... 3 

Quick Search ........................................................................................................................... 3 

Search ..................................................................................................................................... 3 

Save a search .......................................................................................................................... 3 

Save search results ................................................................................................................. 3 

Advanced Search .................................................................................................................... 4 

Saved Search .......................................................................................................................... 5 

Last Search ............................................................................................................................. 5 

Manage Searches ................................................................................................................... 5 

Bookmarks ................................................................................................................................... 6 

Creating Bookmarks ................................................................................................................ 6 

Using Bookmarks .................................................................................................................... 7 

Edit a bookmark ....................................................................................................................... 7 

Delete a bookmark .................................................................................................................. 7 

Share Wizard ............................................................................................................................... 8 

Permissions ................................................................................................................................. 9 

Read Permission ..................................................................................................................... 9 

Write Permission ..................................................................................................................... 9 

Delete Permission ................................................................................................................... 9 

Administer Permission ............................................................................................................. 9 

Basic Permissions ................................................................................................................. 10 

Advanced Permissions .......................................................................................................... 10 

Overwrite Existing Permissions ............................................................................................. 11 

My Contacts ............................................................................................................................... 11 



Contacts ................................................................................................................................ 12 

Add a new Contact ................................................................................................................ 12 

Delete a Contact .................................................................................................................... 12 

Groups ................................................................................................................................... 12 

Add a new Group ................................................................................................................... 12 

Add or remove users for an existing Group .......................................................................... 13 

  



Share
 

Searchin
 
Quick Se
 
Quick Sea
to do so, i
name. 
 

  
Search 

T

F

C

O

 
The searc
other optio
 

 
Save a s
 

 

 
Save sea
 

e and Int
g 

earch 

arch (see figure
ts content. Sea

1. Type in
2. Click th
 

1. Cli
2.  

The File or Fol

File Content C

Conditions 

Order By 

 
3. Cli

ch results displa
ons (e.g. Save 

search 

1. Naviga
2. Select 
3. Click th

4. Click th
5. Within 
6. Click O

arch results 

1. Naviga
2. Select 
3. Click th

4. Click th
5. Within 

which t

6. Use the
like the

teract Se

e 1.0.3) allows 
arch allows you

n a partial or fu
he Search butt

ick the    E

lder Name 

Contains 

ick Search 

ay a list of the 
Search) with t

ate to the Searc
criteria for the 

he Search butt

he Save Searc
the Save Sear

OK. 

ate to the Searc
criteria for the 

he Search butt

he Save Searc
the Save Sear
to save it. 

e  Expand
e file saved. 

ecurely 

you to search 
u to search for 

ll name into the
on, or press en

Expand button

Using the d
Enter the w

Enter in the

“Where all
are met” 

Using the d
recently Mo

files matching 
the available bu

ch or Advanced
search. 
on. 

ch  button.
rch window, su

ch or Advanced
search. 
on. 

ch Results 
rch Results wi

d button in ord

Inside t

for a file based
a file based on

e search box.
nter. 

n to the right of 

drop-down men
word in the Nam

e word(s) in the

these conditio

drop-down men
odified”. 

your criteria. F
uttons. 

d Search scree

upply a name fo

d Search scree

 button. 
ndow, provide 

er to view your

he Orga

d on its name a
n the file's prop

the search but

nu, select eithe
me field that yo

e Content field

ns are met” or 

nu, select eithe

From here, you 

en. 

or the search.

en. 

a name for the

r folders. Click 

anization

and, if your sys
perties as well a

tton. 

er Name "Conta
ou wish to find. 

d that you wish 

“Where any of

er Order By "B

may open the 

e file and deter

on the folder in

n 

stem is configur
as content and

ains" or "Equal

to find. 

f these conditio

est Match" or "

file or perform 

mine the locati

n which you wo

red 
 

s". 

ons 

"Most 

on in 

ould 



 

 
Advanced
 
Advanced
combinati
 

( Figure 4.0.0 ) 

 

F

F

S

D

O

 

 

7. Click O

d Search 

d Search allows
on of those pro

1. Click th
search crite
2.  

File or Folder 

File Content C

Standard Prop

Document Cla

Order By 

3. Click th
4. You ma
5. Select 
 associa
6. Click th
7. Using t
any of thes
8. Using t
 Modifie
9. Click th

OK. 

s you to search
operties.  

he   Expa
eria. 

Name 

Contains 

perties 

ass Properties

he Add Criteria
ay select from 
the appropriate
ated criteria. 
he Add Criteria
the drop-down 
se conditions 
the drop-down 
ed". 
he Search butt

h for a file base

nd button to th

Using the 
Enter the 

Enter in th

Using the 
such as T

 Using the 
and their p

Using the 
"Most rece

a button. 
standard file pr
e file property a

a button in orde
menu, specify 
are met". 
menu, specify 

on. 

ed on standard 

he right of the s

drop-down me
word in the Na

he word(s) in th

drop down me
Tags, Owner, N

drop down me
properties as s

drop-down me
ently Modified”

roperties and p
and or docume

er to add addit
either "Where

either Order b

file properties,

search  b

enu, select eith
ame field that y

he Content fiel

enu, select from
Name, etc. 

enu, select from
specific to your 

enu, select eith
”. 

predefined Doc
ent class in whi

ional search cr
 all these con

by "Best Match

, file classificat

button in order t

her Name "Con
you wish to find

ld that you wish

m the available 

m the available 
environment. 

her Order By "B

cument Class p
ch to search an

riteria. 
ditions are me

" or "Most Rec

ion properties o

 

to specify  the

ntains" or "Equa
d. 

h to find. 

standard prop

document clas

Best Match" or

properties. 
nd the 

et" or  "W

cently 

or a 

e 

als". 

perties 

sses 

r 

Where 



 
Saved Se
 
Within Xyt
saved, bu
classificat

 

 
Last Sear
 

 

 
Manage S
 

( Figure 4.0.1 ) 

 

 
 

Bookmar
 

earch 

thos you may c
t also the sear

tion properties,

1. Within 
navigat

2. Any cu
3. Click o
4. The se
5. Optiona

rch 

1. Within 
navigat

2. Click o
3. The se
4. Optiona

Searches 

1. Within 
navigat

2. Click o
3. The Ma
4. Renam

search
5. Click th

rks 

create, modify 
ch itself. If you
 you need only

the Document
tion bar (See F
rrently saved s
n the saved se
arch screen wi
ally, you may n

the Document
tion bar (See F
n the Last Sea
arch screen wi
ally you may no

 

the Document
tion bar (See F
n the Manage 
anage Searche

me or Delete the

, and then click
he Finish butto

and visit your s
 know that eac

y use the existin

t Manager, clic
Figure 1.0.2). T
searches will be
earch of your c
ill open with the
now use the Sa

t Manager, clic
Figure 1.0.2).  T
arch link. 
ill open and yo
ow use the Sav

t Manager, clic
Figure 1.0.2).  T
Searches link

es screen will o
e saved search

king either the 
on to exit the sc

searches at an
ch month you m
ng saved searc

ck the bookma
his will open th
e listed by nam
choice in order 
e results of you
ave Search or 

ck the bookma
This will open t

ur last search a
ve Search or S

ck the bookma
This will open t
. 

open and all cu
h by placing a c

delete  or
creen. 

y time. Not onl
must perform a 
ch.  

arks and searc
he Searches a
me. 

to initiate the s
ur saved search
Save Search R

arks and searc
he Searches a

along with any 
Save Search R

arks and searc
he Searches a

rrently saved s
checkmark in th

r rename 

y the search re
search based 

ches icon t
nd Bookmark

search. 
h criteria. 
Results button

ches icon t
and Bookmark

results will be 
Results buttons

ches icon t
and Bookmark

searches will be
he box associa

button. 

esults may be 
on content or 

to the left of the
ks menu. 

ns. 

to the left of the
ks menu. 

listed. 
s. 

to the left of the
ks menu. 

e listed by nam
ated to the save

e 

e 

e 

me. 
ed 



Bookmark
create sho
folders an
 
You may 
In order to
folder, it w
 

( Figure 4.0.2 ) 

 

  
Creating 
 

 
 
 
 
 
 
 
 
 
 

Using Bo
 

ks are shortcuts
ortcuts to your 
nd files you hav

navigate to you
o bookmark a f
will be available

Bookmarks 

1. On the 

and the
- OR - 
On the 
Bookm

2. Provide
3. Provide

*Note: T

Optiona
 

4. Click O

ookmarks 

s to folders and
most frequentl

ve been allowed

ur bookmarks a
file or folder, yo
e each time you

Document Ma

en click the Cre

Document Ma
mark option. 
e a name for th
e the Full Path 

This will be prov

lly use the Exp

OK. 

d files within yo
y accessed fol
d to access. 

at any time by c
ou must have re
u login to your 

anager screen

eate a Bookma

anager screen

he Bookmark. 
of the file or fo

vided for you if

pand  but

our Xythos acc
ders and files. 

clicking on the 
ead access to 
account and cl

 place a check

ark  butto

, Right-Click t

older. 

f you have sele

ton to browse t

ount. Using Bo
You can also c

Bookmarks b
that file or fold
lick on the Boo

k mark in the bo

on. 

the selected file

ected the file or

to the Full Path

ookmarks, you 
create shortcut

button.   
er. Once you b

okmarks button

ox associated t

e or folder, and

r folder first.  

h of the file or f

can convenien
ts to other user

bookmark a file
n. 

to the file or fol

d then click the 

folder. 

ntly 
rs' 

e or 

der, 

 



( Figure 4.0.3 ) 

 
 

 
Edit a bo
 

( Figure 4.0.4 ) 

 
Delete a 

 
 

ookmark 

1. On the 
click th

2. Place a

the 
3. Modify 
4. Click O

bookmark 

1. On the 
click th

2. Place a

the 
3. The Bo

Document Ma
e Manage Boo

a checkmark in

Edit button. 
the Bookmark

OK. 

Document Ma
e Manage Boo

a checkmark in

Delete button
ookmark will be

anager screen
okmarks link.

n the box assoc

k Name and/or

anager screen
okmarks link.

n the box assoc

n. 
e immediately d

, click the Boo

ciated to the Bo

r the Full Path

, click the Boo

ciated to the Bo

deleted. 

okmarks and S

ookmark you w

okmarks and S

ookmark you w

 

Searches 

would like to mo

Searches 

would like to del

 icon, and then

odify, and then 

 icon, and then

lete, and then c

n 

click 

n 

click 



 
Share Wi
 
The Shar
through to
 

( Figure 4.0.5 ) 

 

 

zard 

ing Wizard gu
o the desired st

1. Within 
would l

2. Click th
3. You are
4. You wi
5. Either b
6. Click th

ides you throug
tep or end the w

the Document
ike to share. 

he Share 
e now in the Sh
ll be brought to
begin typing in 
he Next button

gh sharing and
wizard at any t

t Manager put 

 button or Righ
haring Wizard
o the Choose U
the user inform

. 

d notifying user
time. 

a checkmark i

ht-click on the f
d. 
Users screen.
mation in the bo

rs. You may fol

n the box asso

file or folder an

ox provided, or

low each step 

 

ociated to the fi

nd select the Sh

r use the find u

of this wizard, 

le or folder you

hare option. 

utility. 

skip 

u 



 

( Figure 4.0.6 ) 

 
7. Select your preferred sharing options. 
8. You may select the following options: Viewer, Conributor, or Full Access. 
9. If you are currently setting sharing permissions on a folder, rather than a file you will need to 

determine whether this access should apply to the current folder only, or this folder and all sub-
folders by clicking on the appropriate radio button. 

10. Optional: Click Finish to skip the Email portion and exit the Wizard. 
11. Click Next. 

 



 

( Figure 4.0.7 ) 

 
 

12. You will be brought to the Email screen.  
13. Create an email to notify users of the new share. 
14. Optional: Click Back to return to the previous step. 
15. Click the Finish button to exit the Sharing Wizard. 

 
 
 
 
 
 
 
 
 
 
 
 



Permissions 
 
By default, every item is created with 3 sets of permissions: 
 

• Owner - You are the owner of the items within your own account. 
 

• Users with Accounts - Any users, in your Organization or outside of your Organization, that have a 
Xythos account. Users must be logged in to their Xythos account in order to gain access to the files or 
folders. 

 
• Public - Any user accessing the service without an account or those users with accounts who have not 

logged in. Use this option to make your files and folders public to the outside world. 
 
Within the Document Manager, there is a column labeled Shared To. This column identifies the following: 
 

• "None"  This file or folder is not shared to any other user. 
 
• "Some"  This file or folder is shared with another user, but not all users. 
 
• "Everyone"  This file or folder is shared with either the Public or shared with all users with an account. 

 
Xythos enables you to control access to your files in four different ways, represented by the four columns of 
permissions: Read, Write, Delete, and Administer. 
 
Read Permission 
  
Read permission allows the user or Group of users to view the file or folder only. If a user is granted Read access 
on a folder, they are not automatically granted Read access to all of the folder's contents. The user will only have 
access to view the folders, sub-folders and files to which you have implicitly granted them access. 
 
Write Permission  
 
Write permission allows the user or Group of users to write to the file or folder only. Write access includes the 
following:  viewing, editing, renaming both the contents and options of the file or folder. If a user is granted Write 
access on a folder, they are not automatically granted Write access to all of the folder's contents. The user will only 
have access to write to the folders, sub-folders and files to which you have explicitly granted them access. 
 
Delete Permission 
 
Delete permission allows the user or Group of users to move the file or folder to the trash. If a user is granted 
Delete access on a folder, they are not automatically granted Delete access to all of the folder's contents. The user 
will only have access to delete the folders, sub-folders and files to which you have explicitly granted them access. 
 
Administer Permission 
 
Administer permission allows the user or Group of users full access to a file or folder's Manage/Summary screen 
and the permission to make modifications to all "Manage" items. If a user is granted Administer access on a folder, 
they are not automatically granted Administer access to all of the folder's contents. The user will only have access 
to administer the folders, sub-folders and files to which you have explicitly granted them access. 

 
 
 
 
 
 
Basic Permissions 
 



 

( Figure 4.0.8 ) 

 
1. On the Document Manager screen, Right-click the selected file or folder, and then click the 

Manage -> Permissions option. 
2. Click on the Basic Permissions tab. 
3. Click the radio button associated to the user or group to which you would like to provide Viewer, 

Contributor or Full Access permissions. 
4. Selecting the checkbox associated to a user or group, and then clicking the Remove Access 

button will remove the user or group from the permissions to this file or folder. 
5. Clicking on the Add User/Group button will bring you to the Sharing wizard.  
6. Once all permissions are complete, click the Apply or Exit button. 

 
Advanced Permissions 
 

 

( Figure 4.0.9 ) 

 
1. On the Document Manager screen, Right-click the selected file or folder, and then click the 

Manage -> Permissions option. 
2. Click on the Advanced Permissions tab. 
3. Click the radio button associated to the user or group to which you would like to provide Read, 

Write, Delete, Administer, Inherit Read, Inherit Write, Inherit Delete or Inherit Administer 
permissions. 

4. Selecting the checkbox associated to a user or group, and then clicking the Remove Access 
button will remove the user or group from the permissions to this file or folder. 

5. Clicking on the Add User/Group button will bring you to the Sharing wizard.  
6. Once all permissions are complete, click the Apply or Exit button. 

 
 
 

Overwrite Existing Permissions 
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